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Instructions for Completing SF 278

I.  Introduction

Reporting Periods

Incumbents:  Complete Schedules A, B, C, and Part I
of D.  The reporting period is the preceding calendar
year, except Part II of Schedule C and Part I of
Schedule D where you must also include any positions
held and agreements or arrangements made from the
beginning of the filing year until the date you file.
Schedule B need not include transactions made, or gifts
or reimbursements received, during a period when the
filer was not a Federal employee.

Termination Filers:  Complete Schedules A, B, C, and
Part I of D.  The reporting period begins at the end of
the period covered by your previous filing and ends at
the date of termination of Government employment in
the position.

Nominees, New Entrants and Candidates for
President and Vice President:  Complete Schedules
A, C, and D (candidates do not file Part II of Schedule
D), as follows:

- Schedule A - The reporting period for income
(BLOCK C) is the preceding calendar year and the
current calendar year up to the date of filing.  Value
assets in BLOCK B as of any date you choose that is
less than 31 days before the date of filing.

- Schedule C, Part I (Liabilities) - The reporting period
is the preceding calendar year and the current calendar
year up to any date you choose that is less than 31 days
before the date of filing.

The extent of the reporting requirement is noted in each
schedule.  In addition to your individual financial
information, you are required to report information
concerning your spouse and dependent children in several
schedules of the form.  However, no report is required
with respect to your spouse if he or she is living separate
and apart from you with the intention of terminating the
marriage or providing for permanent separation.  In
addition, no report is required with respect to any income
or obligations of an individual arising from the
dissolution of marriage or permanent separation from a
spouse.  There are other exceptions to the reporting of
assets and income, transactions, and liabilities of a spouse
or dependent child which are discussed in the instructions
applicable to those subjects.

A basic premise of the statutory financial disclosure
requirements is that those having responsibility for
review of reports filed pursuant to the Act or permitted
public access to reports must be given sufficient
information by reporting individuals concerning the
nature of their outside interests and activities so that an
informed judgment can be made with respect to
compliance with applicable conflict of interest laws and
standards of conduct regulations.  Therefore, it is im-
portant that you carefully complete the attached form.
This report is a safeguard for you as well as the
Government, in that it provides a mechanism for deter-
mining actual or potential conflicts between your public
responsibilities and your private interests and activities
and allows you and your agency to fashion appropriate
protections against such conflicts when they first appear.

A Presidential nominee to a position requiring the advice
and consent of the Senate shall file with the Senate
committee considering the nomination an amend-

- Category of Amount

Reportable financial interests are disclosed either by
actual amount or by category of amount, depending on
the interest, as specified by the form. You may, but you
are not required to, indicate an actual amount where the
form provides for a category of amount or value.

- Dependent Child

The term "dependent child" means your son, daughter,
stepson, or stepdaughter if such person is either: (1)
unmarried, under age 21, and living in your household, or
(2) a "dependent" of yours within the meaning of section
152 of the Internal Revenue Code of 1986.

- Excepted Investment Fund

An excepted investment fund is a mutual fund, common
trust fund of a bank, pension or deferred compensation
plan, or any other investment fund, which is widely held;
publicly traded (or available) or widely- diversified; and
under circumstances where you neither exercise control
over nor have the ability to exercise control over the
financial interests held by the fund.  A fund is widely
diversified when it holds no more than 5% of the value of
its portfolio in the securities of any one issuer (other than
the U.S. Government) and no more than 20% in any
particular economic or geographic sector.

- Gifts

See instructions for Schedule B, Part II.B.

- Schedule C, Part II (Agreements or Arrangements) 
Show any agreements or arrangements as of the date of
filing.

- Schedule D - The reporting period is the preceding two
calendar years and the current calendar year up to the
date of filing.

Scope of Disclosure

ment to the initial report, which shall update all items of
earned income and honoraria through the period ending
no earlier than 5 days before the scheduled date of the
Senate committee hearing on the nomination. This update
shall be provided in the manner requested by the Senate
committee considering the nomination.  Copies shall be
provided to OGE and your agency ethics official.

Definition of Terms
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- Honoraria

The term "honoraria" means payments of money or
anything of value to you or your spouse for an appear-
ance, speech, or article, excluding necessary travel
expenses.  See 5 CFR Part 2636.

- Personal Savings Account

The term "personal savings account" includes a certifi-
cate of deposit, a money market account, or any other
form of deposit in a bank, savings and loan associa-
tion, credit union, or similar financial institution.

- Relative

The term "relative" means an individual who is your
father, mother, son, daughter, brother, sister, uncle,
aunt, great uncle, great aunt, first cousin, nephew, niece,
husband, wife, grandfather, grandmother, grandson,
granddaughter, father-in-law, mother-in- law,
son-in-law, daughter-in-law, brother-in-law,
sister-in-law, stepfather, stepmother, stepson, step-
daughter, stepbrother, stepsister, half brother, half
sister, your spouse’s grandfather or grandmother, or
your fiance or fiancee.

- Trusts ("Qualified" and "Excepted")

See instructions for Schedule A, Part II.B., and 5 CFR
Part 2634, Subpart D.

- Value

You may use any one of the methods described below,
in determining the fair market value:

Option 1 - any good faith estimate of the value of the
property if the exact value is unknown or not easily
obtainable;

Option 2 - Value based upon a recent appraisal of the
property interest;

Option 3 - the purchase price of your property interest, or
estimated retail price of a gift;

Option 4 - the assessed value of the property for tax
purposes, adjusted to reflect current market value if the
tax assessment is computed at less than 100% of current
value;

Option 5 - the year-end book value of non-publicly traded
stock, or the year-end exchange value of corporate
stocks, or the face value of corporate bonds or
comparable securities;

Option 6 - the net worth of your interest (as in a business
partnership or other jointly held business interest);

Option 7 - the equity value of your interest (as in a solely
owned business or commercial enterprise); or

Option 8 - exact value (e.g., personal savings accounts)
or any other recognized indication of value (such as last
sale on a stock exchange).

other than under the General Schedule, at a rate equal to
or greater than 120% of the minimum rate of basic pay
for GS-15 of the General Schedule.

-  Members of the uniformed services in pay grade O-7 or
above;

-  Officers or employees in any other positions deter-
mined by the Director of the Office of Government
Ethics to be of equal classification to above GS-15;

-  Administrative law judges;

-  Employees in the excepted service in positions which
are of a confidential or policy-making character, unless
by regulation their positions have been excluded by the
Director of the Office of Government Ethics.

-  The Postmaster General, the Deputy Postmaster
General, each Governor of the Board of Governors of the
U.S. Postal Service and officers or employees of the U.S.
Postal Service or Postal Rate Commission in positions for
which the rate of basic pay is equal to or greater than
120% of the minimum rate of basic pay for GS-15 of the
General Schedule.

-  The Director of the Office of Government Ethics and
each designated agency ethics official; and

-  Civilian employees in the Executive Office of the
President (other than special Government employees)
who hold commissions of appointment from the
President.

d.  Incumbent officials holding positions referred to in
section II.c. of these instructions if they have served 61
days or more in the position during the preceding
calendar year.

e.  Officials who have terminated employment after
having served 61 days or more in a calendar year in a
position referred to in section II.c. and have not accepted
another such position within 30 days thereafter.
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II.  Who Must File

a.  Candidates for nomination or election to the office of
President or Vice President.

b.  Presidential nominees to positions requiring the ad-
vice and consent of the Senate, other than those nomi-
nated for judicial office or as a Foreign Service Officer or
for appointment to a rank in the uniformed services at a
pay grade of O-6, or below.

c.  The following newly elected or appointed officials:

-   The President;

-   The Vice President;

-  Officers and employees (including special Govern-
ment employees, as defined in 18 U.S.C. 202) whose
positions are classified above GS-15 of the General
Schedule,  or  the  rate  of  basic pay for which is fixed,



III.  When to File

a.  Within 30 days after becoming a candidate for
nomination or election to the office of President or Vice
President, or by May 15 of that calendar year,
whichever is later, but at least 30 days before the
election, and on or before May 15 of each succeeding
year an individual continues to be a candidate.

b.  At any time after the President or President-elect has
publicly announced an intention to nominate an
individual referred to in section II.b. of these
instructions, but no later than 5 days after the President
transmits the nomination to the Senate.

c.  Within 30 days after assuming a position described
in section II.c. unless such an individual has left another
such position within 30 days prior to assuming the new
position, or has already filed a report with respect to
nomination for the new position (section II.b.) or as a
candidate for the position (section II.a.).

d.  No later than May 15th annually, in the case of those
in a position described in section II.d.

e.  In the event an individual terminated employment in
the position and does not accept another position
described in section II.c. within 30 days, the report must
be filed no later than the 30th day after termination.

d.  All others, with the designated agency ethics official,
or that official’s delegate, at the agency in which the
individual serves, will serve or has served.

e.  In the case of individuals nominated by or to be
nominated by the President to positions requiring confir-
mation of the Senate, see 5 CFR Part 2634 for expedited
procedures and filing location.

you desire, distinguish any entry for a family member by
preceding the entry with an (S) if it is for a spouse or a
(DC) if it pertains to a dependent child.  Joint assets may
be indicated by a (J).  See 5 CFR Part 2634, Subpart C,
for exclusions in the case of separation or divorce.

d.  Definitions of the various terms used in these
instructions and detailed information as to what is
required to be disclosed are contained in 5 CFR Part
2634.

e.  In the case of references to entities which are
operating trades or businesses which do not have listed
securities, you must provide sufficient information about
these private entities to give the reviewers of your
disclosure report an adequate basis for the conflicts
analysis required by the Act.  Thus, you must disclose
the location and primary trade or business of private
entities, as well as attributed interests and activities not
solely incidental to such a primary trade or business.  For
instance, if your family swimming pool services
corporation incurs a liability to purchase an apartment
house for investment in addition to its pool services
business, you will have to report the apartment house
investment as part of the nature of the business of the
family corporation.

f.  In the case of references to entities which are invest-
ment funds such as mutual or pension funds (whether
public or private), you must disclose the portfolio
holdings and all other items such as transactions and
liabilities to the extent otherwise required for reportable
interests, unless the entity is an "excepted investment
fund."  See Definition of Terms above.

g.  If you need assistance in completing this form,
contact the designated agency ethics official of the
agency in which you serve, will serve, or have served.
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V.  General Instructions

a.  This form consists of the front page and four Sched-
ules.  You must complete each Part of all Schedules as
required.  If you have no information to report in any Part
of a Schedule, you should indicate "None."  If you are not
required to complete Schedule B or Part II of Schedule D,
you should leave it blank.  Schedule A combines a report
of income items with the disclosure of certain property
interests.  Schedule B deals with trans- actions in real
property or certain other assets, as well as gifts and
reimbursements.  Schedules C and D relate to liabilities
and employment relationships.  After com- pleting the
first page and each Part of the Schedules (including extra
sheets of any Schedule where continu- ation pages are
required for any Part), consecutively number all pages.

b.  The information to be disclosed is only that which the
Ethics in Government Act of 1978, as amended, and 5
CFR Part 2634 specifically require.  You may, how- ever,
include any additional information, beyond those
requirements, that you wish to disclose for purposes of
clarification.  Disclosure of information does not autho-
rize any holdings, income, honoraria, liabilities, trans-
actions, gifts, reimbursements, affiliations or positions
otherwise prohibited by law, Executive order, rule or
regulation.

c.  Combine on one form the information applicable to
yourself, your spouse and dependent children; or if more
convenient, use separate schedules to report the required
information applicable to family members.   You may, if 

IV.  Where to File

a.  Candidates for President and Vice President, with
the Federal Election Commission.

b.  The President and Vice President, with the Office of
Government Ethics.

c.  Members of a uniformed service, with the Service
Secretary concerned.


